Microsoft Office Outlook Web Access

How to send an email
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A new screen will appear.
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In the box type the first or last name of
the person you want to send an email
to and then press enter.

Click the person’s name twice.
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The name will appear at the bottom of
the screen.

You can repeat this action to send the
email to more than one person.

Click OK

Type the Subject.

Type your email message.

Il
Click the paper clip symbol

A pop-up will appear. Click browse and

find where you saved your document.

Click the document once and click

Open, Attach and then Send.

Staycle Duplichan

once.

Jy  STAYCLE C DUPLICHAN
—>
Organization ¥

Contacts
Availability

Fri 1/7/2011 w | [V Show only working hours
Show:
@l gtggwgﬁnnmm 11:00 12PM 100 2:00
£ Peaple H
€ Distrbuton Lists J
84 Contacts
8 tech center
6] personal
ate New Folder
-
] 3
Ttemsi  toZ 144 k¥

Message raﬂp\sng
To-> STAYCLE C DUPLICHAN g

Attachment (paper clip)

e g g = T T

asd W 0 @R ! BT R Do, WM % @

B Te.. SIAYOE COPLICHN

&

Cisjae

(2mc Sang WS

o8 IIPOhA 33 GGy ey * s~ Cn gt~ A et

q 0 . g |
Th Fns b sy, 58 BUate, S B et O . AMar s N Ry
Pe Be, Ok SR The e ool Do (aied B R Sese

I —>

xis

(P parsemad w0 ind
© e

Svce reerce
Sn ikt

et

Xt it N eyt s

50 e Seachary

Staycle.Duplichan@jdpsbk12.org Curriculum Technical Assistant




How to add a Contact

Click the arrow to the right of New. Click Contact
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Fill in the Profile. When finished click Save and Close at the top left of the screen.
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To send an email to your new Contact, click New once and then click To.... On the far left of the screen

&=
lik | 2 Contacts once. Highlight the Contact by clicking it twice and then click OK.
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How to set up a Distribution List

Click the arrow to the right of New once.
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.'ga Mew || -

.'g_jl Message

-

i Appointment
E Meeting Request

Contact

Distribution List
& Task

& Post in This Folder

Click Members once. \
The Address Book appears. Click each -

person’s name that you want to add to your Distribution

List twice. Click OK.

This screen will appear again. Write a title for y.
Distribution List in the box that is labeled
List Name.

Click Save and Close.
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